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copies on other parties, the parties’ re-
sponse period begins when properly
served.

§20.303 Form and content of filed doc-
uments.

(a) Each filed document must clear-
ly—

(1) State the title of the case;

(2) State the docket number of the
case, if one has been assigned;

(3) Designate the type of filing (for
instance: petition, notice, or motion to
dismiss);

(4) Identify the filing party by name
and capacity acted in; and

(5) State the address, telephone num-
ber, and any fax number of the filing
party and, if that party is represented,
the name, address, telephone number,
and any fax number of the representa-
tive.

(b) Each filed document must—

(1) Measure 8% by 11 inches, except
that a table, chart, or other attach-
ment may be larger if folded to the size
of the filed document to which it is
physically attached;

(2) Be printed on just one side of the
page and be clearly typewritten, print-
ed, or otherwise reproduced by a proc-
ess that yields legible and permanent
copies;

(3) Be double-spaced except for foot-
notes and long quotations, which may
be single-spaced;

(4) Have a left margin of at least 1%
inches and other margins of at least 1
inch; and

(5) Be bound on the left side, if
bound.

(c) Bach filed document must be in
English or, if in another language, ac-
companied by a certified translation.
The original of each filed document
must be signed by the filing party or
her or his representative. Unless the
rules in this part or the ALJ requires it
to be verified or accompanied by an af-
fidavit, no filed document need be. The
signature constitutes a certification by
the signer that she or he has read the
document; that, to the best of her or
his knowledge, information, and belief,
the statements made in it are true; and
that she or he does not intend it to
cause delay.

(d) Complaints, answers, and simple
motions may employ forms approved
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for use in proceedings of the Coast
Guard instead of the format set out in
this section.

§20.304 Service of documents.

(a) The ALJ shall serve upon each
party to the proceeding a copy of each
document issued by the ALJ in it. The
ALJ shall serve upon each interested
person, as determined under §20.404, a
copy of the notice of hearing. Unless
this part provides otherwise, the ALJ
shall upon request furnish to each such
interested person a copy of each docu-
ment filed with the Hearing Docket
Clerk or issued by the ALJ.

(b) Unless the ALJ orders otherwise,
each person filing a document with the
Hearing Docket Clerk shall serve upon
each party a copy of it.

(c) If a party filing a document must
serve a copy of it upon each party, each
copy must bear a certificate of service,
signed by or on behalf of the filing
party, stating that she or he has so
served it. The certificate shall be in
substantially the following form:

I hereby certify that I have served the fore-
going document([s] upon the following parties
(or their designated representatives) to this
proceeding at the addresses indicated by
[specify the method]:

(1) [name, address of party]
(2) [name, address of party]

Done at - , this
day of ,19 or20 .
[Signature]

For

[Capacity].

(d) This table describes how to serve
filed documents.

TABLE 20.304(d)—How To SERVE FILED

DOCUMENTS
ngﬁuc:;glﬁd Acceptable methods of service
(1) Complaint ......... (i) Certified mail, return receipt re-

quested.

(i) Personal delivery.

(iii) Express-courier service that has re-
ceipt capability.

(i) Certified mail, return receipt re-
quested.

(i) Personal delivery.

(iii) Express-courier service that has re-
ceipt capability.

(i) Mail.

(i) Personal delivery.

(iii) Express-courier service.

(iv) Fax.

(2) Default Motion ..

(3) Answer ..............
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